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Our mission is to help the people of Canada maintain and 
improve their health. 


Health Canada 


This brochure was developed by Health Products and 
Food Branch (HPFB) in consultation with Health 
Canada's Persons with Disabilities Network (PWDN) and 
Diversity and Official Languages Programs (DOLP). 


An electronic version can be~ obtained at 
Gateway/Human Resources/Services/Diversity/Health 
Canada Employee Networks. 


"A Workplace of Choice that Welcomes Persons 
with Disabilities (PWDs)" 


Become an employer of choice - pursue an environment 
that welcomes employees with disabilities. Let us all 


promote an inclusive workplace! 


A workplace built around people is one that 
includes Persons with Disabilities! 
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DID YOU KNOW? 


Beethoven, composer, was deaf when he composed his 
9th symphony. 
Stephen Hawking, physicist/mathematician, has Lou 
Gehrigs Disease and is in a wheelchair. He needs a com- 
puter to speak. 


These examples are a small representation of the notable 
individuals with a disability who have made great contri- 
butions to society. 


INTRODUCTION: 


Persons with Disabilities are valuable members of the 
Health Canada organization. This brochure recommends 
some ways to include Persons with Disabilities in the 
work environment, to make them feel welcomed and 
ensure that they are given every opportunity to remain 
contributing members of your team. 


With this view in mind, the brochure lists helpful 
resource information tailored to providing you with valu- 
able information on disability issues and accommodation. 
Endeavour to eliminate the environmental and attitudinal 
barriers that prevent Persons with Disabilities from 
contributing to their maximum potential! 


DEFINITION OF PERSONS WITH 
DISABILITIES: 


The Employment Equity Act and Regulations define persons 
with disabilities as individuals who have a long-term or 
recurring physical, mental, sensory, psychiatric or learn- 
ing disability, and who: 


a. consider themselves to be disadvantaged in employ- 
ment by reason of that disability, or 


b. believe that an employer or potential employer is likely to 
consider them to be disadvantaged in employment by 
reason of that disability. 


The Act includes persons whose functional limitations 
owing to their disability have been accommodated in their 
current job or workplace. 


WHAT IS ACCOMMODATION? 


The concept of accommodation is a fundamental aspect 
of human rights legislation and an integral part of the 
right of equality in the workplace. This concept is reflected 
in the human rights jurisprudence and in three primary 
instruments of law: the Canadian Charter of Rights and 
Freedoms, the Canadian Human Rights Act and the 
Employment Equity Act. Accommodation is based not only 
on individual limitations due to a disability, but also 
includes accommodation based on race, national or ethnic 
origin, colour, religion, age, sex, sexual orientation, 
marital status, family status, or conviction for om 
which a pardon has been granted. 


Accommodation requires a case-by- 
case assessment of the needs of the 
individual making the request. In 
some cases, where the needs of an 
individual are similar to those of 
others, it may be possible to establish 
general policies or practices to accom- 
modate these needs. For example, the 
duty to accommodate may require 
changing work processes, modifying 
practices, substituting job duties, alternating work sched- 
ules, or providing special job support, equipment or 
assistance. However, remember that each person is an 
individual and must be treated as such. 


There is no catch-all solution to employment accommo- 
dation - not all deaf people require sign language inter- 
preters; not all blind people read braille; and not all peo- 
ple with physical disabilities use a wheelchair. Without 
proper communication and assessment of needs, effec- 
tive accommodation for employees cannot be achieved. 


Accommodation is not identified exclusively for Persons 
with Disabilities. Pro-actively respond to requests from 
employees who require temporary accommodation (for 
example, flexible hours for employees caring for an ill 
child or parent, variable schedules for religious obser- 
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GREETINGS 


A respectful greeting makes any person feel at ease and 
welcome. A person with a disability is no exception. 


Address the individual by his or her first name if that is 
your practice with others. Extend your hand if a hand- 
shake is customary for you. If someone cannot recipro- 
cate the greeting, then a welcoming facial or hand gesture 
is acceptable. 


CONSULTATION 


Maintain an open door policy so that all employees feel 
comfortable in discussing their accommodation needs. 
The Policy on the Provision of Accommodation for Employees 
with Disabilities in the Federal Public Service requires con- 
sultation with employees with disabilities in order to 
determine their needs and to meet them. 


Individual needs may vary over time. Follow-up during 
the Performance Discussion Process (PDP) to ensure 
continued inclusion and participation for Persons with 
Disabilities. 


At Health Canada, the Persons with Disabilities Network 
(PWDN) seeks to empower PWDs and to partner with all 
employees in changing the culture within the Department. 
Contact the Chair by e-mail at person_with_disabili- 
ties network. To learn more about the Network, you 
can access their brochure on the intranet at 
Gateway/Human Resources/Services/Diversity/Health 


Canada Employee Networks. 
Gg 


COMMUNICATION 


Communication characterized by mutual dignity and 
respect, will build relationships of trust and accountability 
among people which is fundamental to the success of 
the organization. 


e Do not assume, ask. 

e Adapt your communication to individual needs. 

¢ Offer assistance; if accepted, then provide it. Do | 
not insist on or become persistent in offering assis- — 
tance. Respect an individual's choice to be inde- 
pendent. 

e Provide ample time for individuals to communes : 
at their pace. 

e Speak directly to the person. That is, ote: fhen to | 
an attendant, companion or interpreter who ay be 
facilitating the conversation. : 

¢ Do not be afraid to admit to not understanding or 
to being unclear; work together toward compre- 
hending the meaning of what is communicated. 

e When planning events offer accommodation to 
PWDs and make the request that you are notified — - 
beforehand to ensure that ac oumnedsa is 
provided. 


If you are not sure how to act or what is appropriate, 
ask the person. Persons with Disabilities are usually 
happy to give you assistance, and your interaction 
will be more comfortable as a result. 
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SUGGESTIONS FOR INCLUSION IN 
THE WORKPLACE 


All employees should be able to participate and con- 
tribute to the progress of the work team. Adapt settings 
and methods of delivering information to the needs of 
all. People with certain disabilities may need different 
treatment because of one or more aspects of their dis- 
ability. For example, when you are planning a meeting, 
ensure that it is scheduled within a time frame that 
ensures ample travel time for an employee with a disability. 


This next section is intended to provide you with some 
information on the categories of disabilities; however, 
your resourcefulness and use of the key Web sites iden- 
tified at the end of the brochure will provide you with 
additional information you may require. 


Following are some ways you can meet the needs 
of employees with specific disabilities: 


(a) An Employee Who Is Blind or Has a Visual 
Disability 


e Identify yourself and anyone else with you. 

e If you have met before, state the context of the previ- 
ous meeting to jog the person's memory. 

e If you are speaking in a group, name the person to 
whom you are speaking. 

e Speak in a normal tone of voice. 

e Indicate if you are moving from one place to another 
or if the conversation has ended. 

e Clear paths of obstacles. 

e Describe the surroundings to advise the person of 
their environment. For example, say 
MINere 1svaechialmOnemmemetO VOURMeIU On a stem 
down" or "The door is to your right". 

e If offering to act as a guide, ask the person to take 
your arm just above the elbow and walk about a half 
step ahead of the person. Then listen to ask for 
instructions. 

e If appropriate, offer to read written information. 

e An expression like "see you later" is acceptable to 
someone who is blind. 

¢ Guide dogs are working dogs: speaking to them or 
petting them is distracting. 

e Plan ahead to allow adequate time to prepare printed 
material in alternative formats (e.g. Braille, large 
print, audiocassette or diskette). 
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(C) 


An Employee Who is Deaf or Hard of Hearing 


If securing the services of a sign language interpreter, 
real time captioning, or note-taker, specify the official 
language (English or French) required. Ensure that 
bilingual requirements are met when necessary. 

If a person is using an interpreter, speak to and look 
at the person not the interpreter. Speak clearly and at 
a pace that allows the sign language interpreter to 
interpret for the person who is deaf and to allow him 
or her to respond through the interpreter. 

Write notes or use gestures for one-on-one discussions. 
Face the person to facilitate lip-reading. Keep hands 
and other objects away from your lips when speaking. 
Reduce or eliminate disruptive background noises 
(for example, tapping pens or shuffling paper), since 
amplification devices are very sensitive to ambient 
noise. Converse in a quiet environment, or move to 
one, in order to facilitate communication. 


An Employee with a Physical Disability 
(Mobility Impairment) 


Rearrange furniture or objects in a room to accommodate 
wheelchairs or other mobility aids. 

Be aware of what is accessible and not accessible to 
people who use mobility aids. 

Push someone in a manual wheelchair only when 
asked. 

Give directions and provide details when a meeting 


location includes distance. 
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e Ensure that locations for events can accommodate 
the needs of PWDs. This would include meeting 
locations as well as social events, for 
example, going to a restaurant. 

e Ensure that all employees who have a physical disability 
but who do not use a mobility aid or wheelchair have 
their needs accommodated. 


(d) An Employee with a Developmental 
Disability (Intellectual Disability) 


e Get to know the person so that you can include them 
socially or organizationally. 

e When needed, offer assistance and provide guidance. 

e Repeat information when necessary. 

e Speak directly to the person and listen actively. 


(e) An Employee with a Hidden Disability 


e A person with environmental sensitivities might react 
to perfume or cleaning products. 

e A person with diabetes might have specific dietary 
or other requirements. 

e A person may have been diagnosed with Attention 
Deficit Disorder (ADD). ADD (with or without hyper- 
activity is a condition distinct from a learning disability 
although studies suggest that those who have a learn- 
ing disability also have attention deficit hyperactive 
disorder (ADD with hyperactivity). 

¢ Be sensitive to the fact that a person with a psychi- 
atric disability usually cannot handle excessive stress. 
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Create an environment that promotes 
understanding! 


When an employee has identified a need, ask the indi- 
vidual how you can adapt the environment or the com- 
munication approach to ensure inclusion and provide 
the accommodation as required. 

Assist individuals by providing measures to ensure that 
their workplace is accessible and barrier free. 


ACCEPTABLE WORDS TO USE WHEN 
REFERRING TO SOMEONE WITH A 
DISABILITY 


e Person with a disability (not "disabled person") 

e Person who is blind, or person with a visual impair- 
ment 

e Person with a physical disability or person with a 
mobility impairment 

e Person who is developmentally delayed (never say 
retarded) 

e Person who is deaf, deafened, hard of hearing, or 
person with a hearing impairment 

e Person who is unable to speak, or person with a 
speech impairment 

e Person with a developmental disability 

e Person with a cognitive impairment 

e Person with a learning disability 

e Person with a psychiatric disability 


e Person with a dexterity impairment 
(arms, hands, fingers) Eg 


SS ne eS ee 
Although these are acceptable words to use when 
referring to Persons with Disabilities, most PWDs 

prefer the word disability rather than impairment. 


Be open-minded! 
ADDITIONAL RESOURCES AND 
INFORMATION 


Health Canada: 


e Managers/Supervisors can obtain a copy of this tool 
in alternative format. To accommodate an employee 
who has expressed a need, contact Communications, 
Marketing and Consultation Directorate, Marketing 
and Corporate Communication Services to obtain 
information on the list of contacts who provide prod- 
ucts and/or services to replicate in alternative format. 

e Refer to Health Canada's Policy Centre, Human 
Resources, Diversity - The Policy on Accommodation 
in the Workplace, The Guidelines on 
Accommodation in the Workplace. 

e Accommodation in the Workplace Policy Workshop 
is offered through Diversity and Official Languages 
Programs (DOLP). It was developed to explain the 
highlights of the Accommodation Policy and is avail- 
able through the Learning Programs database. If it is 
not listed in the calendar, contact DOLP for information. 
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e The Departmental Accommodation Central Fund 
enables a shared responsibility between the immedi- 
ate manager/supervisor and the Department in pro- 
viding, to any employee or candidate, accommodation 
in a timely manner. Specifically, the fund assists 
Health Canada's managers and supervisors in defraying 
the costs associated with unusually expensive accom- 
modation needs for employees and candidates. For 
more information on this fund, please refer to Health 
Canada's Guidelines on Accommodation in the 
Workplace or Health Canada's new Employment 
Equity Manager's Guide. 

¢ Contact information for the Employee Assistance 
Program is: Dial 1-800-268-7708 or for hearing 
impaired employees at 1-800- 567-5803 
(24 hours a day/ 7 days a week). 


Health Canada provides the follow- 


ing resources - follow the path identified to 
locate the policies, guidelines and tools: 


e Guidelines and Policies on Accommodation - 
Gateway/Human Resources/Services/Diversity/ 
Accommodation 

e Bias-Free Selection Facts and Tips - Gateway/Human 
Resources/Services/Diversity/Staffing Tools 
for Managers 

e Employee Assistance Policy (EAP) - Gateway/Human 
Resources/Employees/Employee Assistance Program 

e¢ Flexible Work Arrangement Guide - Gateway/Human 
Resources/Services/Labour Relations and Conflict 
Resolution/Policies and Guidelines 

e Hours of Work Policy - Gateway/Human 
Resources/Services/Labour Relations and Conflict 
Resolution/Bulletins/Collective Agreements 

e The Power is People - A Guide for Managers - 
Gateway/Human Resources/Services/Diversity/ 
Staffing Tools for Managers 

e Manager's Guide - Employment Equity 
Gateway/Human Resources/Services/Diversity/ 
Staffing Tools for Managers 

¢ Ombudsman - Gateway/Human Resources 
Employees/Ombudsman Service 

e Procedures on Accessing the Departmental 
Accommodation Central Fund - Health Canada - 
Gateway/Human Resources/Services/Diversity/ 
Accommodation 
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Web Sites: 


e The Public Service Human Resources Management 


Agency of Canada (PSHRMAC) provides a “Guide to 
Planning Inclusive Meetings and Conferences”. It is 
designed to assist you and ensure that your meet- 
ings/conferences accommodate the needs of your 
attendees. This guide provides practical tips and 
advice to organizers on how to plan events to include 
Persons with Disabilities. Learn about interpreter and 
intervener services, real time captioning and note- 
taker services, alternatives to print formats, 

captioned material and assistive listening devices. 

The guide also provides other useful links as well as 
tools such as the accessibility checklist for planners, 
participant's registration forms and reference sheets 
on the role of event organizers, chairpersons and pre- 
senters. To access the guide go to http://www.tbs- 
sct.gc.ca/Pubs_pol/hrpubs/TB_852/gpimc-gprci_e.html 
(or) http://www.hrmc-agrh.gc.ca, Employment 
Equity and Diversity, Job Accommodation, Publications 
and Services. 

The Government of Canada's “The Accessible 
Procurement Toolkit’at http://www.apt.gc.ca will 
link you to the tutorial: How to Use the Workplace 
Accommodation Toolkit. This link is a valuable 
resource that includes definitions, for example, on 
each of the disability categories. Additionally, use this 
site if you plan to procure technology or services for 
the general office environment. It will provide you 
with information on the requirements for describing 


features and design principles that 
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must be provided to a vendor to ensure "universal 
accessibility" of the product or service. 

e Treasury Board of Canada Secretariat's Employment 
Equity Division is now part of the new Public Service 
Human Resources Management Agency of Canada. 
To access links on Employment Equity and specifi- 
cally Job Accommodation in the Federal Public 
Service go to http://www.hrmc-agrh.gc.ca 

e The National Committee of Federal Public Servants 
with Disabilities (NCFPSD) was established on 
May 2, 2003. A website was launched to keep you 
up-to-date with NCFPSD news. Bookmark the site 
http://www.ncfpsd-cnehfpf.gc.ca to access links to 
valuable information and tools. 

e The Guidelines for Assessing Persons With 
Disabilities are intended primarily for managers and 
human resource officers involved in assessing persons 
for positions in the federal Public Service (PS). 
However, these guidelines will also be of interest to a 
wider candidate audience who apply for positions in 
the PS (including those 
with disabilities), and to 
others interested in 
ensuring the equitable 
assessment of persons 
with disabilities within 
and outside of the federal 
PS. The guidelines can be 
found under Staffing 
Information at: 
http://www.psc-cfp.gc.ca. 


Exercise sensitivity 

and good judgement 

by always referring to 
_the employee rather 
than the disability. 


See the Ability in disAbility! 
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